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WRITING A REPORT 

 

There are various types of reports, such as: 

a) Assessment reports, which present and evaluate the positive and 

/ or negative features of a person, place, plan, etc.; they also 

include your opinion and / or recommendation 

b) Informative reports, which present information concerning a 

meeting that has taken place, progress made on a project, etc. 

c) Survey reports, which present and analyse information gathered 

from door-to-door surveys / questionnaires, including 

conclusions drawn from this information and suggestions or 

recommendations. 

d) Proposal reports, which present plans, decisions or suggestions 

concerning possible future courses of action for approval by one’s 

superior at work, a bank manager, members of a committee, etc. 

In all the types of report, formal register must be used (no contractions 

and formal language). Avoid giving you own opinion I think… Use the 

impersonal It construction: It seems… / It was found that… 

 
Title 
 
Reason of writing / Introduction (1 paragraph) 

• The aim / objective / intention / purpose of this report is to 
compare / examine / evaluate / describe / outline (some 
suggestions) / analyse (some suggestions) / expose / present / 
give information on /regarding the / recommend / consider / 
suggest 

• This report aims to... / outlines the results of a survey conducted / 
carried out to determine / discover the reaction / popularity / 
attitudes / opinion of… 

• This report is intended to / describes… 
• The data included in this report was gathered / obtained by means 

of a questionnaire / survey… 
• It is based on a survey conducted among / It is the result of a 

discussion which took place among 
• The information below summarises statistics compiled by / from… 

 
Body (2-4 paragraphs) organised in headings 

• It should be considered / It is worth considering / …should be 
taken into consideration 

• It appears that... / It is observed that... 
• The first observation to make is (concerns) 
• First of all / Firstly 



25.02.16 

 

• Secondly /Furthermore /Moreover 
• Lastly /Finally 
• In fact 
• According to (the majority of respondents) 
• In general terms / Generally speaking… 
• One in ten / Two out of five / twenty per cent of the people… 
• (50% of the people interviewed) were of the opinion / felt / believed 

/ expressed (dis)approval of / replied / reported / preferred / 
agreed / claimed / stated… 

• However, although, alternatively 
• Few people approve of… 
• By far, the largest number of those surveyed responded… / A 

small proportion / a minority / majority of the people asked… 
• In spite of (the fact that) /Despite (the fact that) + Noun, Pronoun 

or V +ing 
• As… mentioned… / In the words of… 
• It has been stressed that… 
• Interestingly / Curiously / Strangely / As strange as it may seem / 

Oddly /Surprisingly /Predictably… 

 
Making / giving recommendations 

• I would strongly recommend that... + S + should + bare infinitive / 
V +ing 

• In the light of the results of the survey I would advise against... 
• I feel it would be to our advantage if... 
• The best solution is /would be to... 
• This will have an impact on + noun 
• The advantage of the approach proposed would be… 

Conclusion (1 paragraph) 

• As long as / provided that these recommendations are taken into 
consideration 

• The research shows / demonstrates 
• From the research / the evidence we conclude that 
• On the basis of the points mentioned above, it would seem that… 
• It is (therefore) felt / believed /apparent / obvious that… 
• The current state of affairs is that… 
• It would be fair to conclude that… 
• To conclude / To sum up / In conclusion / On the whole / All in all 

/ All things considered / On balance… 
• The results of this survey suggest / reveal / indicate / 

demonstrate that… 
• The outlook for ... is (far from +ing) bright /optimistic /depressing 

/daunting 
• The future looks bleak /remains uncertain /is promising 
• This seems unlikely in the near /foreseeable future 
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SAMPLES 

 

 

 

Purpose 

Performing artists 

Venue, facilities and equipment 

Catering and ticket sales 

Projected costs 

Conclusion 
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‘Healthy Shine’ Products 

 


